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Export Grade Verification Summary 

Once you have completed manually entering or importing grades you can export a midterm or final grade 
verification summary.  Click on Tools > Export (upper right hand corner) 
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Export as Excel Spreadsheet(.xls) 

 

Open the spreadsheet, do not save it yet 

 

View spreadsheet 
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Do “Save As” and save spreadsheet in the appropriate folder (Note: if you just click Save it will be saved in a 

Temp folder that you may have difficulty locating) 

 

 

Choose your folder and save 

 


